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DTl Records Management

Today, critical business content needs to be retained and secured. But how
do you best manage the overwhelming amount of physical records that
must be available for immediate retrieval for compliance, audits, contractual
agreements, and other purposes?

The solution...DTI Records Management software makes it feasible for
organizations to mitigate risk and develop corporate retention

requirements, while reducing legal liability and costs. It is crucial that all

organization's physical records be properly managed and easily accessible

to increase user productivity, support effective decision-making, and
comply with retention requirements. Equally important as saving content, is destroying it once its legal retention period
has expired. DTI Records Management is the answer...
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Approval Hierarchy — DTI RM allows companies to designate a member from each department to approve the
destruction of content. The system allows the RM manager to place items on hold for various reasons (Tax audits,
Legal, etc). Content cannot be destroyed if the content has been placed on hold. This feature prevents unintended or
deliberate destruction of records when there is a requirement to maintain records for a defined period of time.

Barcode — DTl RM allows users to leverage bar code technology to track files they move from one location to another.
As files are moved to various locations, the barcode is scanned and the DTI RM solution maintains the physical
location of the file within the RM database. This allows users to access records quicker and more efficiently.

DTI Records Management provides records managers a single environment from which to control retention policies
for all physical records across the enterprise. Contact us today to learn how DTl Records Management can get you
started with a single centralized physical records and retention management solution.
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